Personnel Technician 1

Task Statements

Research automated selection and/or certification system to correct and
report any system errors or discrepancies.

Update, change, add, or delete candidate information in automated
systems as needed upon request from the candidate or
supervisory/management staff.

Analyze employment applications for approved and unapproved
experience combining qualifying experience and/or education patterns to
determine if minimum qualifications are met in accordance with SPB laws
and rules.

Provide technical guidance and direction to employees and the general
public regarding personnel rules and regulations affecting them.

Review and audit selection and/or certification documents to ensure
employment/eligible lists are accurate and in compliance with SPB laws
and rules and established guidelines governing the selection process.

Proctor examinations to ensure the fairness of the examination process
for all candidates.

Interpret and apply a wide variety of Personnel laws, rules, policies and
procedures in the performance of the various examination functions.

Interpret written material for customers (e.g., candidates, program
contacts, supervisory/management staff) to facilitate the selection and
certification processes utilizing reference material and relevant online
systems.

Analyze selection and certification data to ensure accuracy of eligibility
lists, scores, candidate pools, and competitor information utilizing
reference material and relevant online systems.

10

Generate viable candidate pools for hiring programs in order to provide
hiring options to fill vacancies utilizing SPB’s automated system and
reference material.

11

Verify that candidates are approved for veterans preference using
appropriate automated system to ensure veterans preference is
appropriately allocated.

12

Verify that examination candidates are certified for Limited Examination
and Appointment Program (LEAP).

13

Prepare selection history files and/or certification archive documents in
order to maintain prior selection administration information and/or
certification processes.

14

Order certification lists and contact letters at the request of management
to develop viable candidate pools by utilizing the automated system,
reference material, program liaisons, and appropriate office policies and
procedures.
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15

Review and finalize hiring data and input into the department’s automated
system to finalize the certification process.

16

Respond to inquiries from HR liaison or management regarding the
abolishment and establishment of certification lists.

17

Respond to examination and/or certification inquiries from HR liaisons,
management, staff, departments, and the public.

18

Process incoming and/or outgoing appropriate list requests to
accommodate the hiring needs of the department.

19

Review applications to determine if candidates meet minimum
gualifications for the classification.

20

Verify selected candidate’s eligibility for appointment to finalize the hiring
process.

21

Analyze data gathered and/or situations to identify problems and develop
solutions or alternative methods of proceeding.

22

Identify problems and issues to resolve them at the lowest level using
personal knowledge, analytical skills, departmental policies and
procedures, and written and verbal communications.

23

Assess and monitor daily workload and prioritize assignments when
necessary to ensure all project deadlines are met.

24

Analyze and interpret laws, rules, regulations, and departmental policies
and procedures to gain an understanding and apply them appropriately to
issues in the work environment.

25

Perform basic numerical computations (e.g., addition, subtraction,
multiplication, division, fractions) utilizing available tools (e.g., calculator,
spreadsheet, database) to process, summarize, or verify data.

26

Edit written material (e.g., exam notices, bulletins, candidate pools, exam
schedules) to ensure it conveys correct information and to correct any
spelling, grammar, and punctuation errors.

27

Write letters, memos, emails and other correspondence using word
processing and other software for the purpose of communicating and
disseminating information to the public, other agencies, or internal staff.

28

Prepare necessary documents (e.g., contact letters, exam notices,
bulletins, withhold notification) to convey important selection and/or
certification information.

29

Communicate in a professional and effective manner at all times with
management and others (e.g., internal and external customers) to provide
and obtain information and maintain relationships.

30

Respond to telephone inquiries from public to provide information
regarding employment questions and how to get a state job.

31

Contact control agencies, various field offices, and/or divisions to acquire
information needed to complete work assignments in accordance with
governmental rules and regulations.

32

Participate in meetings with all levels of staff to provide consultation,
status reports, and/or recommendations.
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33

Provide clear and concise verbal instructions to candidates ensuring
clarity of instructions and a fair examination process.
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